DEPARTMENT OF THE NAVY
NAVAL AIR SYSTEMS COMMAND
NAVAL AIR SYSTEMS COMMAND HEADQUARTERS

1421 JEFFERSON DAVIS HWY IN REPLY REFER TO
ARLINGTON VA 22243 NAVAIRINST 5215.5H CH-1
ATR-7.2.5.2
18 Nov 94

NAVAIR INSTRUCTION 5215.5H CHANGE TRANSMITTAL 1

From: Commander, Naval Air Systems Command

Subj: DEPARTMENT OF THE NAVY DIRECTIVES ISSUANCE SYSTEM AS IT
APPLIES TO THE NAVAL AIR SYSTEMS COMMAND HEADQUARTERS

1. Purpose. To issue Change 1 to NAVAIR Instruction 5215.5H.

2. Action. Addressees are requested to make the following changes
to NAVAIR Instruction 5215.5H:

a. Page 10, paragraph 8b; change 8b to 8c and insert as 8b:
"Available on the NAVAIRHO Network (NHN). Current NAVAIRHQ
instructions are maintained on the NHN. These instructions are
read-only and printable for all personnel with access to the NHN.
Current instructions not found on the NHN may still be obtained in
accordance with section a(3) above."

b. Enclosure (1), page 1, paragraph 2a(2): add to end of
paragraph: "The document must be delivered to AIR-7.2.5.2 on
floppy disk (either 3 1/2" or 5 1/4") utilizing a NHN supported
software application immediately upon signature for incorporation

DONALD V. BOECKER
Vice @ommander

Distribution: FKAlA (established quantity); others 2 copies

SNDL: FKAlA (Deputy Commanders, Assistant Commanders, Comptroller,
Command Special Assistants, Designated Program Managers,
Directorate Directors, and Office and Division Directors)

Copy to: (2 copies each unless otherwise indicated)

SNDL: AlJ1A; A1J1B; C21 (1 copy); FKAlA (AIR-7.5 A/L (1 copy) ),
AIR-7.2.5.4 (20 copies), AIR-7.2.5.2 (5 copies)); FKM27 (NPPSO-NDW
C/L): FKR

Stocked: Commanding Officer, Navy Aviation Supply Office, Physical
Distribution Division (Code 103), 5801 Tabor Avenue, Philadelphia,
PA 19120-5099

S/N: (0808LD0570561
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NAVAIR INSTRUCTION 5215.5H

From: Commander, Naval Air Systems Command

Subj: DEPARTMENT OF THE NAVY DIRECTIVES ISSUANCE SYSTEM AS IT
APPLIES TO THE NAVAL AIR SYSTEMS COMMAND HEADQUARTERS

Ref: (a) SECNAVINST 5215.1C, Department of the Navy Directives

Issuance System

(b) SECNAVINST 5210.11D, Department of the Navy File
Maintenance Procedures and Standard Subject
Identification Codes

(c) SECNAVINST 5216.5C, Department of the Navy
Correspondence Manual

(d) NAVAIRINST 5216.1G, Signature Authority for
Correspondence, Directives, and Messages

(e) SECNAVINST 5200.29B, Review of Proposed Administrative
Issuances

(f) OPNAVINST 5215.5E, Department of Defense Directives
Issuances ’

(g) OPNAVINST 5215.12, Processing of Department of
Defense, Secretary of the Navy, and OPNAV Issuances

Encl: (1) Amplification of Standards Prescribed by SECNAV
Instruction 5215.1C
(2) Flow Chart for Clearance and Processing of NAVAIR
Directives
(3) Guidelines for Reviewing Instructjions

1. DPurpose. To revise policies and procedures for use of the
Department of the Navy (DON) directives issuance system in the
Naval Air Systems Command Headquarters (NAVAIRHQ) .

2. Cancellatign. NAVAIRINST 5215.5G.

3. Scope. This instruction applies to NAVAIRHQ and activities
supported by NAVAIRHQ: the Naval Aviation Program Executive
Officer for Air Anti-Submarine Warfare, Assault, and Special

Mission Programs (PEO(A)), the Program Executive Officer for
Tactical Aircraft Programs (PEOC(T)), and the Direct Reporting
Program Manager for Medium Attack (DRPM(AFX)). The Naval Air

Warfare Center (NAVAIRWARCEN) Headquarters will also follow the
guidance of this instruction. The PEO for Cruise Missiles
Project and Unmanned Aerial Vehicles Joint Project (PEO(CU)) 1is
not affected by this instruction.

S/N: 0808LD0570560
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4. Definitions. The following definitions are provided to
ensure clarity of pertinent areas in the directives issuance
system:

a. Directive. A form of naval correspondence (either an
instruction, notice or change transmittal) that establishes
policy, organization, conduct, methods or procedures; requires
action; or contains information that requires formal
distribution.

b. Publication-Type Directive. An instruction or notice
whose content is best suited to a publication format; i.e.,
parts, chapters, and so forth. Publication-type directives
include a locator cross reference sheet, a table of contents, and
a record-of-change page.

c. Instruction. A type of directive which contains
authority or information that has continuing reference value or
requires continuing action. Instructions are effective until
canceled or superseded, either by the originator or by higher
authority.

d. Notice. A directive issued for a temporary, one-time
period, with self-canceling provisions; sometimes referred to as
a "note". Usually, a notice will remain in’effect for less than
6 months, but is not permitted to remain in effect for longer
than 1 year. A notice has the same official status, force, and
effect as an instruction:

(1) Self-canceling provisions of a notice are
predetermined in the drafting stage. If the information
contained in a notice will be incorporated in another document in
the near future or if the duration of the notice is contingent on
a particular action being taken or a certain event occurring, the
notice will have a "cancellation contingency" paragraph. This
paragraph will be the last paragraph in the notice, following a
forms and reports paragraph (if any). If the information in the
notice will not be required after a specific date, this paragraph
is not required.

(2) Any requirement for continuing action contained in a
notice (such as submitting a report, using a form or following a
specific procedure) is considered canceled when the notice is
canceled, unless the requirement is incorporated into another
suitable document.

e. Change Transmittal. The medium used to implement changes
to an instruction (or in some cases, a notice) which are
important, yet do not warrant a complete revision of the
directive. A change transmittal describes the nature of the
changes it transmits and gives directions for making them.

Change transmittals may include replacement pages oOr transmit pen
changes.
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f. Implementing Directive. A NAVAIR directive issued to
implement policies, responsibilities or procedures initially
designated in a directive from an external source (generally of
higher authority). The implementing directive is applicable to
all activities supported by NAVAIRHQ and clearly identifies or
references the external directive, as applicable.

5. Criteria

a. NAVAIRHQ is a complex organization with multiple
missions. In the past there has been a tendency to issue
separate directives for individual issues. A complex and
extensive structure of directives has resulted, wherein users
must refer to a number of separate sources to obtain guidance on
a given subject. To preclude a proliferation of directives,
related information should be issued in a single "umbrella"
directive containing generalized information, background, and
policy, with enclosures or appendixes used for more specific
guidance on specialized aspects. This method reduces delays in
reviewing directives and decreases printing and distribution
costs; concentrates related information in a single, central
source; and improves directives management, per reference (a) and
the Paperwork Management Reduction Act of 1980.

b. NAVAIR cannot assign responsibilitiés or direct action to
an activity outside the limits of prescribed authority, except as
noted in paragraph 5c below. If possible, avoid including the
requirements of external organizations in NAVAIR directives.

When responsibilities or actions of outside activities need to be
addressed for clarification or continuity, the governing document
which directs that activity to perform those functions or which
grants overall program control to NAVAIRHQ must be referenced.
Concurrence from those activities is also nequired before the
instruction is submitted for signature.

c. When designated by a higher authority directive as lead
systems command, NAVAIR can assign responsibilities to other
systems commands, etc. In such cases, the prescribing NAVAIR
instruction is to be noted by making reference to the higher
authority directive (see paragraph 7b).

d. Administrative issuances written either to addressees
outside NAVAIRHQ or to addressees within organizational elements
in more than one group will be issued in the directives issuance
system when it does one or more of the following:

(1) Regulates or is essential to effective
administration; establishes policy; delegates authority or
assigns responsibilities; establishes an organizational
structure; or assigns missions, functions or tasks.

(2) Establishes a procedure, technique, standard, guide
or method of performing a duty, function or operation;
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establishes a reporting requirement; or changes, supersedes or
cancels another directive.

e. Excluded from this system are Navy regulations, Top
Secret directives, technical and regulatory manuals and
publications, and changes to these documents.

f. Addressees are required to use the DON directives
issuance system for the issuance of internal directives
(directives issued from and strictly relative to one group,
office, division, branch or section). These directives will not
be addressed outside NAVAIR nor will they be maintained in the
NAVAIRHQ directives stock room or processed through the
Administrative Policy Section (AIR-71044). Internal directives
will be processed through the originating group’s Directives
Screening Control Point (DSCP) .

6. Responsibilities

a. Action Addressees

(1) Establish procedures to ensure compliance with this
instruction and its references.

(2) Originate and maintain directives to document
programs, functions, organization, policies, and procedures.
Ensure there are no policy or procedural gaps or overlaps, and
directives conform to DON policies and regulations and to
statutory and other requirements.

(3) Take all required action on any directive received
for action and ensure a copy of the directive is annotated with
the action taken and maintained in the office directives file.

(4) Decide whether an incoming directive of higher
authority should be implemented by a NAVAIR directive or
implemented by distributing copies of the incoming, higher-
authority directive to those who need to know and act. A higher
authority directive will not be reissued unless additional or
significant information is required in the NAVAIR directive. See
paragraph 7b for information pertaining to implementation.

(5) Designate a group DSCP in writing, with a copy of the
letter to AIR-71044 and the Flag Secretariat (AIR-00B). DSCP
responsibilities are listed in paragraph 6e.

b. Originators

(1) Determine the type of directive to be issued
(instruction, notice or change transmittal).

(2) Using reference (b), assign a Standard Subject
Identification Code (SSIC) to newly issued directives.
Consecutive numbers assigned to instructions which have been
canceled; e.g., "5515.4," will not be reused.

4
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(3) Identify classified directives per OPNAV Instruction
5510.1H, Department of the Navy Information and Personnel
Security Program Regulation, and NAVAIR Instruction 5510.2C,
Naval Air Systems Command Headquarters Supplement to the
Department of the Navy Information Security Program Regulation.
Enclosure (1) of this instruction summarizes appropriate
requirements, but the requirements of OPNAVINST 5510.1H and
NAVAIRINST 5510.2C must be met.

(4) Prepare directives, following requirements of
references (a) through (g) and this instruction.

(5) Determine distribution of directives based on "need
to act" and "need to know."

(6) Clear and coordinate directives with NAVAIRHQ codes
and external activities, as required. Comments and concurrences
from Fleet Commanders in Chief are necessary when a directive
requires a report from the Fleet.

(7) Ensure early clearance and coordination is obtained
from AIR-71044 when forms and reports are involved.

(8) Route directives for formal concurrence under cover
of NAVAIR Form 5215/2, Directive Clearance Record, or NAVAIR Form
5215/2A, Directive Clearance Record for Confidential Material (as
appropriate). Include copies of documents being canceled,
superseded, implemented or referenced.

(9) Incorporate final changes resulting from formal
routing and prepare the directive in final format.

(10) Ensure all reference and backgrpund material,
including any directives and forms being canceled, are included
with the current directive. Forward to and obtain final
clearance from the group DSCP. DSCP responsibilities are
detailed in paragraph 6e.

(11) Submit the proposed directive, with copies of all
references and any background information deemed relevant, for
signature and final approval (see reference (4d)).

(12) Advise AIR-71044 of any additions to the distribution
occurring after initial distribution of the directive so that
these additions will be reflected in future changes and revisions
and in NAVPUB Instruction 5215.3H, Department of the Navy
Directives Issuance System Consolidated Checklist Subject Index.

(13) Ensure directives are kept current and are canceled
promptly when obsolete. Review instructions annually on their
anniversary date and revise or cancel those 7 or more years old.

(14) Ensure a copy of each NAVAIR message-type directive
is provided to AIR-71044 and the Forms and Directives/Stock/
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Master File (AIR-71043B). (See reference (a) for information
regarding message-type directives.)

(15) Distribute unclassified directives to activities that
require a copy, but were not included in initial distribution.

(16) Submit to your group DSCP proposed Secretary of the
Navy (SECNAV), Office of the Chief of Naval Operations (OPNAV),
and joint intra-Navy and inter-service directives prepared in
NAVAIRHQ or submitted to NAVAIRHQ for concurrence.

(17) Ensure documents delegating tasks or assigning work
to field activities contain a provision that any NAVAIR directive
prepared by a field activity for NAVAIRHQ must meet the
requirements of reference (a) and this instruction.

(18) Analyze existing directives on a continuing basis for
duplication, adequacy, and currency. Consolidate related
directives when possible.

c. AIR-71044

(1) Administer the DON directives issuance system in
NAVAIR by providing general program guidance and technical
assistance to directive originators per reference (a).

(2) Maintain and operate the NAVAIRHQ directives control
system.

(3) Serve as liaison for NAVAIR with OPNAV and other
commands, bureaus, and offices in DON for the development of
directives issuance system guides, standards, and improvements.

(4) Coordinate the development and bperation of necessary
training programs to instruct applicable personnel on the
directives issuance system.

(5) Assign consecutive numbers to new directives and
obtain stock numbers for all directives stocked in the Navy
supply system. After signature, all directives will be returned
by the signing office to AIR-71044. If less than 10 pages, AIR-
71044 will type the consecutive number and date of approval on
each page (the signature page is dated by the signing office).
AIR-71044 will forward larger directives to the originator to
have the consecutive number and approval date added to the header
on each page of the directive.

(6) Monitor the annual review of existing NAVAIR
instructions and ensure those that are 7 or more years old are
either canceled or revised (see paragraph 9).

(7) Maintain official case files of directives originated
under NAVAIRHQ cognizance.
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(8) Compile numerical lists of all NAVAIR instructions
and issue these lists at least annually.

(9) Coordinate the listing of instructions in NAVPUB
Instruction 5215.3H and NAVPUB Instruction 5215.1, Department of
the Navy Directives Issuance System Consolidated Subject Index.

(10) Provide administrative support outlined in this
instruction, as required, for directives issued by PEO(A),
PEO(T), DRPM(AFX), and the NAVAIRWARCEN Headquarters.

d. Reviewing Officials

(1) Ascertain the technical accuracy of the directive, if
the subject material is relevant to the reviewing official’s
technical expertise or responsibility.

(2) Verify the organizational codes used in the document
are current and correct.

(3) Verify whether responsibilities assigned to the
reviewing official’s group are correctly assigned.

(4) Ascertain (or provide specific and constructive
comments to the contrary) the directive clearly and concisely
performs its purpose.

(5) Prepare review comments and mark-ups of proposed
directives, sign off on the official route sheet (NAVAIR Form
5215/2 or 5215/2A), and return the package to the originator
within the allotted review period. If time constraints preclude
this, it is the responsibility of the reviewing code to contact
the directive originator to request an extgnsion of time to
respond.

e. Group DSCP’'s

(1) Provide on-the-job training on directives policy and
procedure to new employees upon their assignment to the group.
Give a copy of this instruction and references (a) and (c¢) to
each new administrative employee (including typists, secretaries,
word processors, and administrative assistants) .

(2) Review proposed NAVAIR and internal (group, office,
division, branch or section) directives under the DON directives
issuance system for editorial standards, content, format,
spelling, punctuation, current Standard Navy Distribution List
(SNDL) codes, and NAVAIRHQ adherence to requirements contained in
enclosure (1).

(3) Advise originators regarding procedures for preparing
directives.

(4) Thoroughly review proposed directives prior to
forwarding for signature to:
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(a) verify conformance with directives standards and
format;

(b) determine the type of release (instruction,
notice or change transmittal) is appropriate; the correct SSIC is
assigned; references cited are current; the directive does not
duplicate, overlap or conflict with other directives; proper
concurrence has been obtained; distribution is complete and
accurate; and the need for special binders or covers is
justified;

(c) ensure proper control, implementation, and use of
new or revised reports and forms;

(d) verify proper classification markings are used on
classified directives;

(e) ensure logical arrangement of content; and

(f) recommend changes in wording to improve document
clarity, where applicable.

(5) Ensure level of signature is correct.

(6) Process proposed SECNAV, OPNAV, and joint intra-Navy
and interservice directives originated in either NAVAIRHQ or
another command, bureau or Service performing the functions
listed in this paragraph. Transmit directives to the SECNAV/
OPNAV Directives Control Office for processing and forwarding to
higher levels.

f. Printing and Publications (AIR-71042A)

(1) Prepare printing requisitions for all NAVAIR, PEO(A),
PEO(T), DRPM(AFX), and NAVAIRWARCEN Headquarters directives.

(2) Determine stocking and distribution requirements,
monitor initial distribution, arrange for stocking, and maintain
distribution and stocking records.

g. AIR-71043B will stock 20 copies of current directives
issued by or addressed to NAVAIR, PEO(A), PEO(T), DRPM(AFX), and
the NAVAIRWARCEN Headquarters.

7. Procedures

a. Directives Clearance and Processing. Clearance
procedures and processing points are identified by the flow chart
in enclosure (2).

b. Implementing Directives. Use a NAVAIR, PEOC or DRPM
directive to implement an incoming directive when it is necessary
to delegate responsibility or to prescribe procedures for
accomplishing responsibilities. Identify the directive being
implemented in the text of the implementing NAVAIR, PEO, or DRPM

8
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directive to preserve the continuity or sequence in the
development of a subject or program, rather than listing it as a
reference, unless the pertinent parts are technical and difficult
to restate, too lengthy to quote or the directive was not
distributed to addressees of the implementing directive:

(1) NAVAIR cannot assign responsibilities or direct
action to an activity outside its authority, except when a
directive from a higher authority (such as Chief of Naval
Operations) designates NAVAIR as lead systems command.

(2) When implementing an incoming directive that requires
wider dissemination within NAVAIR or its supported activities,
the incoming directive should be given additional routing or
copies should be obtained and distributed. The cognizant group
is responsible for ordering and distributing the required
directive.

c. Signing Directives

(1) Per reference (d), the Commander (AIR-00), Deputy
Commander (AIR-03) or Vice Commander (AIR-09) will sign
directives that establish, change, define or paraphrase overall
NAVAIR policy or which assign responsibility or action outside
the originating group. Forward all directives to be signed by
AIR-00, AIR-03 or AIR-09 to AIR-00B. These will be placed in the
Flag Office correspondence system and passed to the appropriate
code for signature.

(2) Only AIR-00 may sign directives that are addressed to
"All Ships and Stations."

(3) NAVAIR Deputy Commander for Acquisition and
Operations (AIR-01), Assistant Commanders, the Comptroller, and
command special assistants may sign directives relating to
assigned tasks or areas of responsibility contained in NAVAIR
Instruction 5400.1B, NAVAIRHQ Organization Manual; however, they
are limited to providing information, guidance or procedures on
assigned plans and programs.

(4) Change transmittals containing minor changes to
directives may be signed "By direction." Major changes must be
signed at the same level as the basic directive.

(5) NAVAIR notices (except "All Ships and Stations")
taking routine actions on programs previously established by a
NAVAIR instruction may be signed "By direction."

(6) PEO’'s and DRPM(AFX) will sign directives (such as
charters) pertaining to organizations under their management.
These will be issued as PEO or DRPM instructions in the same
manner as NAVAIR instructions.

(7) After a directive has been signed, it will be
returned to AIR-71044 to be recorded, dated, and forwarded to

9
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AIR-71042A for printing. It is then sent to AIR-71043B for
distribution.

d. Maintaining Directives. Each organizational unit of
NAVAIRHQ will maintain their own directives file. This file will
contain one copy of each current directive originated in that
organizational unit and one copy of each current directive routed
to or addressed to the unit, 1f the directive imposes a
requirement on the organizational unit or is related to its
operations or responsibilities.

(1) Instruction and notice files must include, but are
not limited to, directives which:

(a) require the organizational unit to take current,
future or continuing action; or

(b) contain policy statements or other information
concerning the unit’s operations or are of interest to or concern
matters affecting that organizational unit’s personnel.

(2) Except for AIR-71043B, no organizational unit of
NAVAIRHQ is required to maintain a complete file of all
directives required or originated by NAVAIRHQ and organizations
supported by NAVAIR.

8. Availability of Directives (Instructions and Notices)

a. Available at AIR-71043B. AIR-71043B maintains the
following:

(1) A copy of all confidential and unclassified DON
directives that have been addressed to NAVAIRHQ, PEO(A), PEO(T),
DRPM (AFX), and the NAVAIRWARCEN. These directives may be viewed
on the premises.

(2) Microfiche and Compact Disk for Read-Only Memory (CD-
ROM) copies of most unclassified DON instructions. A microfiche
reader/printer and a computer equipped with CD-ROM are available
at AIR-71043B, where copies of directives less than 50 pages may
be made.

(3) Extra copies of NAVAIR, PEO(A), PEO(T), DRPM (AFX) ,
and NAVAIRWARCEN confidential and unclassified directives, as
well as a few widely used departmental directives, for issue upon
request.

b. Other Directives. Copies of existing DON instructions
(classified and unclassified) over 50 pages in length which are
not on file in AIR-71043B may be obtained by submitting a request
on NAVAIR Form 5600/10, Publications Request, to AIR-71042A.
AIR-71042A will submit the request, in military standard
requisition and issue procedure format, to the Navy Aviation
Supply Office, Physical Distribution Division. Departmental

10
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notices {(classified and unclassified) may be obtained from the
originating activity.

9. Annual Review of Instructions

a. AIR-71044 will monitor an annual review of all
instructions. Instructions that are 7 or more years old must
either be revised and issued under a new date or canceled.
Enclosure (3) provides guidance for reviewing instructions.

KT B8 to all instructions-
excegk ]Olnt 1nterserv1ce and publlcatlon type 1nstructlons
tons may be made where legal requirements or other special
tions dictate, continuance. . First year: extensions may be:
ved by the cognlzant asgigtant commander (or equivalent

- L HOthe Y CBY extensions must have the approval

: : btain an extennxon((:hgqlnstructlon
orlglnator must submi% a-memorandum providing' writtem. .~
justification for extension to the approvineg offivial. A copy of
the approval/disapproval memorandum must be provided to AIR-71044
and the group DSCP.

10. Forms. NAVAIR 5215/2, Directive Clearance Record, NAVAIR
5215/2A, Directive Clearance Record for Confidential Material,
and NAVAIR 5600/10, Publication Request, are available from the
NAVAIRHQ Forms Stock Room.

11. Review. AIR-71044 shall review annually during the
anniversary month the contents herein and provide recommendations

for revision or cancellation to the Commander. Z

DONALD V. BOECKER
Vice Commander

Distribution: FKAlA (established quantity); others 2 copies
SNDL: FKAlA (Deputy Commanders, Assistant Commanders,
Comptroller, Command Special Assistants, Designated Program
Managers, Directorate Directors, and Office and Division
Directors)

Copy to: (2 copies each unless otherwise indicated)
SNDL: Al1J1A; Al1J1B; Al1J1J; C21 (1 copy); FKAlA (AIR-07D A/L
(1 copy), AIR-71043B (20 copies), AIR-71044 (5 copies)); FKM27

(NPPSO-NDW C/L); FKR
Stocked: Commanding Officer, Navy Aviation Supply Office,

Physical Distribution Division Code 103, 5801 Tabor Avenue,
Philadelphia, PA 19120-5099
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AMPLIFICATION OF STANDARDS PRESCRIBED BY
SECNAV INSTRUCTION 5215.1C

1. Background. SECNAV Instruction 5215.1C (reference (a))
prescribes basic standards for the format of directives
applicable to all naval activities. Format specifications not
specifically described in reference (a) follow standard Navy
format, as established in the Navy Correspondence Manual
(reference (c)). The following additional direction is
applicable to directives originating within NAVAIRHQ, including
those originated by naval aviation PEO’s, DRPM(AFX), and the
NAVAIRWARCEN Headquarters. Samples are provided in exhibits 1
through 6 of this enclosure.

2. Routing -

a. Number of Copies

(1) One copy of the proposed directive will be retained
by the originator while the directive is being routed for
concurrence and signature.

(2) Two copies will be attached to the original when
routed for signature. One copy will be retyrned to the
originator by AIR-71044 after the directive has been signed and
forwarded to AIR-71042A for printing and distribution. Pending
receipt of printed copies, this copy will provide the originator
with a record of the date, consecutive number (if new
instruction), and name and signature authority of signer. The
other copy is retained in the AIR-71044 directives case file.

(3) For SECNAV or OPNAV directives, two copies will be
attached to the original: one for the SECNAV or OPNAV directives
control point and one for the AIR-71044 directives case file.

b. Routing Form. Use NAVAIR Form 5215/2, Directive
Clearance Record, or NAVAIR 5215/2A, Directive Clearance Record
for Confidential Material, as appropriate, for routing directives
for concurrence and signature. Place the appropriate NAVAIR form
on the top of the draft or original. Codes that do not concur
with the directive, as written, will put their objections in
writing. Problems in reaching agreement on proposed directives
will be referred to higher levels of the organization until the
matter is resolved. All differences of opinion between the
originator and other NAVAIRHQ codes will be resolved before a
directive is forwarded for signature. In the case of NAVAIRHO-
originated SECNAV or OPNAV directives (see paragraph 7b of the
basic instruction), these will be referred to SECNAV or OPNAV for
resolution. Clearing codes will keep the originator informed

when the directive is released to the next code. Proposed
directives will be hand-carried to the next clearing code rather
than put in the mail system, whenever practical. 1In instances

(such as field activity reviews) where hand-carrying is
geographically infeasible, every effort must be made by the

Enclosure (1)
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originator to ensure timely receipt of directive review responses
from reviewing codes (i.e., via E-Mail or fax).

c. Concurrent Routing ("Shotgun" Routing)

(1) Directives can be sent to all reviewing codes
concurrently to expedite responses for time-critical directives.
While all references and relevant background material are
normally routed to each reviewing code, multiple reference
documents may be retained by the originating code when shotgun
routing. Originators must include a statement on the appropriate
routing form indicating where reference documents may be
obtained, a point of contact, phone number, and local address.

(2) Originators should limit the use of shotgun routing
to time-critical directives or to cases where the number of
clearing codes is so lengthy that routing the directive
sequentially will take an inordinate amount of time. Every
effort must be made by the originator to provide reviewing codes
with reference material within 24 hours of reviewer requests.

(3) Hand-carrying requirements still apply when shotgun
routing; however, comments and mark-ups are returned directly to
the originator instead of the next code on the routing form.

d. Include With Routed Directives. Include any canceled or
superseded documents, relevant background material, and
references, unless size is prohibitive. Include copies of

directives from other Department of Defense agencies which
prescribe procedures or responsibilities being implemented within
NAVAIRHQ cognizance (see paragraph 7b of the basic instruction).

3. General Guidelines .

a. Lengthy and Detailed Directives. Use the following
format guidelines for preparing lengthy and detailed directives:

(1) Briefly include policy and essential action in the
basic directive. Limit specific information in the basic
directive, especially when prescribing policy, procedures or
responsibilities to more than one distinct group. Essentially,
"what we do" is described in the basic directive.

(2) Include detailed and technical procedures in
enclosures, attachments, annexes, tables, etc. These sections

will specifically describe "how we do it." Maintain uniformity
of format whenever possible between the basic directive and the
associated enclosures, attachments, etc., especially when being

prepared by the same originator.

b. Joint Directives. For the placement of originators’
codes, refer to exhibit 6 of this enclosure.
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c. Classified Directives. Follow the requirements
established in OPNAVINST 5510.1H and NAVAIRINST 5510.2C.
Specific clarifications are provided in the following paragraphs.

d. Markings on Revised Pages. Revised pages should be
marked in the page headings ("headers") of each change page and
opposite each change to indicate where changes have occurred.

(1) In the outside margin opposite the change, use "A,"
"D," or "R," respectively, to indicate additions, deletions, and
revisions. Include a single parenthesis bracketing the change
marking to distinguish the marking from text. Since the marking
appears in the outside margin, the parenthesis should be placed
immediately before the marking letter for odd pages, and
immediately following the marking letter- for even pages; e.g.,
" (A"/ |IR) L

(2) Change markings are not required when an extensive
change is being issued; in these cases, include in the
cancellation paragraph a statement such as "Since this is a major
revision, changes are not indicated."

(3) Change pages may be issued that transmit changes only
to one side of a two-sided page; in these cases, include the
change marking to the header of the affected pages only.

e. NAVAIR-Specific Guidance. There are certain pclicies and
recommendations that are peculiar to NAVAIR directives which do
not appear in references (a) through (g). Originators should be
aware of these to preclude confusion and ensure consistency among
directives:

(1) The acronym "NAVAIRSYSCOM" is npt to be used in
directives. When prescribing responsibilities, describing
procedures or otherwise referring to the Naval Air Systems
Command headquarters only, the term "NAVAIRHQ" will be used. The
term "NAVAIR" includes the Naval Air Systems Command headquarters
and all NAVAIR field activities.

(2) Bold-faced type will not be used; use underlining
instead when emphasis is needed.

(3) No hyphens or spaces are used between the
abbreviation for Program Manager, AIR (PMA) and the appropriate
number (e.g., "PMA200").

f. Instructions Applicable to PEO’s, DRPM(AFX), and
NAVAIRWARCEN. When a directive assigns responsibilities or
actions to Navy activities not under the NAVAIR chain of command,
use a scope paragraph (following the cancellation paragraph, if
any) detailing the activities to which the directive applies.

For example: "This instruction applies to NAVAIRHQ and
activities supported by NAVAIRHQ: the Naval Aviation Program
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Executive Officer (PEQO) for Air Anti-Submarine Warfare, Assault,
and Special Mission Programs (PEO(A)), the PEO for Tactical
Aircraft Programs (PEO(T)), and the Direct Reporting Program
Manager for Medium Attack (DRPM(AFX)). The Naval Air Warfare

Center (NAVAIRWARCEN) Headquarters will also follow the guidance
of this instruction. The PEO for Cruise Missiles Project and
Unmanned Aerial Vehicles Joint Project (PEO(CU)) is not affected
by this instruction."

4. Format Guidelines for All Directives

a. Stationery. Prepare preliminary drafts of directives on
bond paper, double spaced, so corrections and paragraph revisions
can be easily inserted. Prepare the first page of the final
draft for signature on letterhead and the succeeding pages on
plain bond paper. Add "-0001" to the ZIP code printed on the
letterhead. Use appropriate bond letterhead for directives being
prepared for signature of SECNAV, OPNAV, PEO(A), PEO(T) ,

DRPM (AFX), and the NAVAIRWARCEN. Include in the letterhead the
activity’s assigned nine-digit ZIP code.

b. Typeface. The typeface required for all directives is
Courier since it is a non-proportional typeface common to word
processors, typewriters, etc. The size of type will be 10
characters per inch (CPI). This size is referred to in printing
terms (and by some word processing systems) as 1l2-point type.

c. Margins. Margin requirements for directives follow
standard naval letter format: l-inch margins on top, bottom (last
line of text), and each side. In the case of directives to be
bound, a 1%-inch margin is used. These requirements will vary on
letterhead pages. Because reference (a) does not address the
flexibility afforded by word processing computer applications,
the following procedures are authorized for use on all NAVAIRHQ-
originated directives:

(1) Top Margins. Since identifying headers must appear
on each page, 1l-inch margins before the headers would vastly
decrease the amount of print that can appear on a page.
Therefore, exclude headers from the 1-inch top margin
requirement.

(a) Headers consist of three lines on the first page
(directive number, originator code, and the approval date) and
two lines on second and all subsequent pages (directive number

and approval date). Text will begin on the second line below the
date at the left margin. (See exhibit 6 for guidance on joint
directives).

(b) When drafting a directive on a word processor,
setting a %-inch top margin will usually yield text that begins 1
inch below the top of the page, if the header consists of the
standard two lines on the second and subsequent pages, and one
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line of space is left before text. Do not forget to place a
blank line for the date as the second line of the header.

(2) Bottom Margins and Page Numbers. Page numbers must
appear, centered, %¥-inch above the bottom of each page of a

directive, starting with the second page (no page number will
appear on page one of a directive, its enclosures or
attachments) .

(a) Setting a ¥-inch bottom margin with automatic
pagination will usually result in text ending approximately 1
inch from the bottom of each page.

(b) For enclosures, the directive originator may find
it easier to turn off automatic pagination and include the page
number as the second line of the footer (the first line being the
enclosure number). Note that multiple footers may be necessary
since: (1) Page numbers do not appear on the first page of
directives or their enclosures and (2) enclosure and attachment
markings appear on the bottom, outside margin; i.e., the right
side of odd pages and the left side for even-numbered pages.

(¢) Avoid "widows" and "orphans" (when the last line
of a paragraph appears as a single line at the top of a page or
when the first line of a paragraph is the last line on a page,
respectively). This takes precedence over the requirement to
have 1 inch of space at the bottom of a page. Also, when
possible, avoid separating a heading from the information it
introduces; a short page is preferable, if the page is shorter by
a maximum of only two lines.

(3) Left and Right Margins. For the left and right
sides, set firm 1-inch margins. Text should be left justified
with a ragged right edge. Do not use full justification. When
large gaps in text occur at the end of a line, use hyphenation or
revise text. For example, to eliminate a gap created by a term
such as "managers/functional specialists," use "managers and/or
functional specialists."

d. Identification Symbols. Directives will be identified by
three lines of information on the first page, beginning on the
line below the printed notation "In reply refer to." The first
and third of these lines is repeated as a page heading ("header")
at the top, outside margin of the second and succeeding pages of
the directive. The longest line on first and odd pages is flush
with the right margin and following identification symbol lines
are aligned under the first letter of that line.

(1) First Line. The issuing activity’s abbreviated name,
followed immediately by the abbreviation "INST" or "NOTE" (as
appropriate), one space, and the SSIC number (from reference
(b)), are included on the first line for all directives.
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(a) Instructions and Change Transmittals. Instruc-
tions and change transmittals are further identified with a point
and a unique number (assigned by AIR-71044 following directive
approval) to track the directive within that SSIC category.

(b) Notices. Notices have no further identifying
symbols. Therefore, when citing a notice, always include the
approval date to ensure proper identification.

(c) Instruction Revigions Only. For revisions, type
the complete identification of the old instruction and add, with
no spaces, the next consecutive alphabetical suffix (starting

with "A" for the first revision). Do not use the letters "I" and
||O. "
(d) Change Transmittals Only. For change

transmittals, add one space, the letters "CH," a hyphen, and the
consecutive change number.

(2) Second Line. The originator’s code is included on
the second line of the first page only. This information is
excluded from the headers. (See paragraph 3e(3) of this
enclosure for further guidance).

(3) Final Line. The last line of the identifying symbols
(for all pages of a directive) is the approval date of the
directive. Since unknown when drafting or revising a directive,
this date is left blank until the document is signed; it is added
in coordination with AIR-71044 following directive approval (see
paragraph 6c(6) of the basic instruction).

e. Classification Markings

(1) All Pages. The security classification is marked
conspicuously (i.e., in all capital letters, either stamped in
red or typed in noticeably larger print) on each page of a
classified directive. This marking must appear in the center of
the top and bottom margins. Second and succeeding pages of a
classified directive may be marked with the highest overall
classification; alternatively, these pages may be marked with the
highest classification of the information on that page.

(2) First Page Only. The first page of a classified
directive is further identified by prefixing the specified
classification symbol (either "TS" for Top Secret, "S" for
Secret, "C" for Confidential, or "U" for Unclassified) to the
SSIC number. Prescribe a serial number for each. Classified
directives must be assigned appropriate security classification,
downgrading, and declassification markings. Serial numbers for
secret directives are obtained from the Secret Communications and
Files Unit (AIR-710431). Serial numbers for confidential
directives are assigned within each group.
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f. Designation Block. This block appears on the second line
following the directive approval date. All text on the line is
upper case and underlined:

(1) Instructions. The abbreviation of the issuing
activity, one space, the full word "INSTRUCTION," one space, and
the SSIC number appear on this line. Revisions receive the same
identification number as the old instruction, ending with the
next consecutive alphabetic suffix. New instructions are
identified with the applicable SSIC number, followed by a
consecutive number assigned by AIR-71044. Generally, for new
directives with 10 or fewer pages, the consecutive number is
typed by AIR-71044; for longer documents, the directive is
returned to the originating office for addition of the
consecutive number. -

(2) Notices. The issuing activity’s abbreviation, one
space, and the full word "NOTICE" appears on this line.

(3) Change Transmittals. Each change transmittal is
identified in the designation block by the same number (and date,
if it is a notice) as the instruction or notice it changes plus
one space, the words "CHANGE TRANSMITTAL" written out, one space,
and an assigned change transmittal number.

g. "From" Block. The "From" block appears on the second
line below the title block. For NAVAIR-issued directives, this
line always appears as "From: Commander, Naval Air Systems
Command." Two spaces follow the colon.

h. "To" Block. The "To" block is omitted for most
directives, with action addressees identified under the
"Distribution" block and other addressees jdentified in the "Copy
to" block. Only addressees by individual, collective or
descriptive title (i.e., All Ships and Stations, Naval Air
Systems Command Headquarters Personnel) are shown in the "To"
block. When included in a directive, the "To" block is typed on
the line below the "From" block, with no space in between. Four
spaces follow the colon so that the addressee aligns under
"Commander" in the "From" block; all text will be indented at
that point if the addressee takes up more than one line.

i. Subject Block. The subject block should be a brief
statement of the purpose of the directive. Express in normal
word order with all letters capitalized. No abbreviations may be
used and the subject may not exceed 180 characters.

j. Reference Block. The reference block will appear two
lines below the subject block. A separate line will be included
for each reference, aligning under the first. "Ref:" should
appear at the left margin (for the first reference only),
followed by three spaces, the appropriate reference letter
enclosed in parentheses and in lower case (in ascending order,
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starting with "(a)" and continuing alphabetically). One space
follows, and then the reference. When citing an instruction, the
date is not required, but the subject should be added if it is
different from the instruction at hand, and it is not clearly
indicated in the text. When there are several instructions
referenced, treat them the same to be consistent. The date is
not needed except when referencing a Department of Defense
instruction, since the consecutive number for instructions and
alphabetical suffix for revisions identifies the instruction.
Add the abbreviation "NOTAL" (not to all) in parentheses if the
reference is not held by all addressees. When citing a notice,
include the date, since notices do not have either a consecutive
number or alphabetical suffix for revisions.

k. Enclosures -

(1) Below Reference Line. Enclosures are numbered in

ascending order beginning with (1). Following "Encl:" at the
left margin (for the first enclosure only) are two spaces, and
the enclosure number in parentheses. Skip one space and provide

the title in upper and lower case letters, indenting as
necessary. Always include the full enclosure title. A separate
line will be included for each enclosure (beginning with the
enclosure number), aligning under the first.

(2) Markings on Each Page. The full word "Enclosure" (do
not abbreviate) and its sequential number listed in parenthesis
are placed in the bottom outside margin (right margin for odd
pages and left margin for even pages). There are two exceptions:

(a) When the text runs horizontally on the page, run
the enclosure identification parallel to the text in the lower
right margin. .

(b) Where affixing it would be impractical (such as
on preprinted multi-page documents and machine runs), include an
enclosure cover sheet, with the enclosure designation in the
lower right margin of the first page only.

1. Reguired Paragraphs/Paragraph Order. The sequence of
paragraphs is mostly at the discretion of the originating office,
with a few important exceptions:

(1) The first paragraph must be the purpose paragraph.

(2) The second paragraph must carry any cancellation
notice. This is a required paragraph when canceling or
superseding another directive or document. You must also include
the report symbol and form number of a canceled report or form
cited in the canceled directive.

(3) A "Scope" paragraph is required if a NAVAIR directive
applies to the Naval aviation PEO’s, DRPM(AFX) or to the
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NAVAIRWARCEN. (See paragraph 3f of this enclosure for further
guidance) .

(4) The last paragraph of an instruction or change
transmittal is required to indicate reports and forms prescribed
in the directive. Include the titles, report symbols/form
numbers, and the availability of the forms.

(5) Notices containing certain criteria to be met before
cancellation will have a "cancellation contingency" paragraph as
the very last paragraph in that directive.

m. Signature. Leave the signature block blank until the
directive is signed. Normally, eight spaces are left between the
last line of text and the "Distribution" block. The signature
will appear on the fourth line below the last line of text. The
signer’s name and authority will be typed on the following line,
in the office in which the directive is signed. Three lines of
space will follow the authority line and precede the
"Distribution" block.

n. "Distribution" Block

(1) When the collective title; i.e., All Ships and
Stations, Naval Air Systems Command Headquarters Personnel, is
used in the "To" block, no list is required under distribution;
in this case, only "Copy to" addressees are listed, beginning on
the eighth line below the last line of text.

(2) General widespread distribution should not be used
where a specific, limited distribution will do. Addressees who
"need to act" are included under the "Distribution" block and
those who "need to know" under the "Copy tod' block. On internal
directives, action distribution will not be addressed below
division level and two copies will be provided to each addressee.
No further internal distribution will be added to the "Copy to"
block, except as indicated in paragraph 4p of this enclosure.
Normally, only two copies of each directive will be furnished to
each external addressee, one for the master set and one for the
action or information office.

(3) External addressees under the "Distribution" or "Copy
to" blocks are listed by their SNDL codes in numerical
alphabetical order. Whenever a directive has external
addressees, NAVAIRHQ addressees are also shown by SNDL code as
"FKA1A"; internal codes follow, listed in parentheses in
numerical order.

o. "Copy to" Block. All NAVAIR directives (except Secret)
require certain specific "Copy to" addressees. These addressees
vary, as shown in paragraphs 4p (1) and 4p(2) of this enclosure,
depending on the type of directive. Select the "Copy to"
addressees from the appropriate list, add other codes who "need
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to know", and sort them in numerical alphabetical order. Type
these "Copy to" addressee codes, in blocked paragraph form, on
the second line below distribution. If there is no distribution,
the "Copy to" line should begin on the eighth line below the last
line of text. At least two lines of text must appear on the same
page as the signature, distribution, "Copy to," and "Stocked"
paragraphs:

(1) Instructions. C21 (1 copy); FKA1lA (AIR-07D A/L
(1 copy); AIR-71044 (3 copies); AIR-71043B (20 copies);
Originator’s Code (5 copies)); FKM27 (NPPSO-NDW C/L)

(2) Notices. C21 (1 copy) (If required); FKAlA
(AIR-71044 (3 copies); AIR-71043B (10 copies); Originator’s Code
(5 copies)) -

p. Stocking Information. Two lines below the last line of
the "Copy to" block, one of the following notations will be added
to indicate the Navy stock point:

(1) External Directives, Excluding PEO(A) and PEO(T) .
Stocked: Commanding Officer, Navy Aviation Supply Office,
Physical Distribution Division, Code 103, 5801 Tabor Avenue,
Philadelphia, PA 19120-5099

>

(2) Notices, Internal Instructions, and All PEQO(A) and
PEO(T) Directives. Stocked: NAVAIRHQ (AIR-71043B)

5. List of Exhibits. The following is a list of exhibits which
demonstrate the various directive formats and illustrate the
principles set forth in the basic instruction and expanded in
this enclosure.

EXHIBIT NO. TITLE
1 Instruction (First Page)
2 Instruction (Continuation Page)
3 Instruction Enclosure
4 Notice
5 Change Transmittal
6 Joint Directive

Enclosure (1)
10



NAVAIRINST 5215.5H

18 Nov 93

1890y 38 Yo ¥

wliew wouoq sys
10 10)uD 8Y) Wy pes Wy pedwnig

uoySIARs 10) Y., "uOp
-9i8p 10} ,.Q,, "UOIYPPE 10} Y.,
:0Busy> ey) eysoddo wb. Pre
-0 syl W joquiAs exeudoxdde ey
Yym s0BuwyO oA e 1puy

(yBiww) Ay

-
TVILNIAIINOD

o £jrssus
fq peyyis

popssepun (N}
AluQ 80 N0 404 {ONO)
1#nuepiuo (J)
100085 (S)
181008 do} (S1) .

opdwexe us su Ajpsow

@10y UMOYS 51 ING PANIONP
8] JO PESISUI BINSOOUS Y} UO
MOYS pynoys Buiysmew ayy aswd
g1 Ul IZ 0155 1SNIHIVAYN
PU¥ (i 01§55 ISNIAVNDO

18d sBuiyww $$8108p puw

R £y e i F

(Xl ()
(1Xal) (&)

CIXO) e

yxoxide ‘youy |

N0} oY) Ly pOIRINPLY ApRep

10U 8 § pUBR "PUBY I8 SANDONP

Yl WO JWOISIHP 8 N USYM

Poprjowy 8) 108fqns ey e1ep oy
opmyouy ‘#2N0U @ BuINd USYM 'q

‘IN8) Yl uf paed

-1 Apeed 10U 81 3§ pue ‘pusy

10 8ANDRNP By} WOY WP

81 N} POPPE 8q pinoys 10é(qns

oyl Inq ‘peanbes Jou & e1ep sy}
‘UoNINISU UB BUINO USYM ®

‘seesseppe ye AqQ piey jou

8! }84 } IVION.. PPV POQiO80p
pue e ‘() '(q) ‘(8) pereney
‘whisw Yoy 1w Bupunbeq DudA
Jo suy Buypedesd mopeq seu 7

‘eimeubis o ye
PE01L-HIV Aq poppe 5| e18Q E)

. 18quInU 18135 puB PquAS

voneIyISSED ‘9po) sioreubu.

SB MOYS SSAIBUP PRYISSEID AUO
BPOI MOYS SINIDIND PBIISSEUN 2)

‘Njpyns opeqeydm
INSBU SY) PR LUOISIASI 8
H amsubys 108 ppo ) L-HIV AQ PO
-ppe 8i uoy y MU JO 10q
! 0 19q ans ey
0} 109f peyjoeds eys Buyxyexd Aq
POIRIIPUY 8 UOIBNHSSELD L),

‘0w Jybs yym ysny Bupus
ouy) 1808U0) Y)M 18] 18 NOOIg

wbmuw doy eyl
JO B8O B Wy PeI Wy pedwals

(ixa) (1)
-

(I%00)  Cetdln o T

(*uvsialpuns gwes a4y Jo sydudaduardgnes pre vo

POEn 9¢ 4ENW pasn obuL 4nq ‘[ruciydo s L1411} 9111l CE

(1x91) 91311 ¢

(CuAT40d TP Palavury
¥ oUp pa}o Wwdoy J0 3J0duod psleduBd B JO 49quUNU wao ) puk [oquiy
qdodod @yj Spn{ol]  *(S$)AUBWNDOP JO (§)aA140adlp Jdayjouy Juipoes

—dadns a0 Jujsvuey toym ydwafearvd poainbay) Tuoygyufleour)y ¢

e ———

p p s5@2 aendoiddy

191184 j@ARU @ S€

IBUUNL QUGS BYI Ul PONINIL PI¥
SOALIDDHD PAJISSELD JO @184 PO)
wwo s1 popsad euoe spusis buy
pRoy §j AjIHIPOIULK SMOJI0) 1X8)
oys jt poped 8 AQ pemopoj st o
Bupwey vy sydvitivivd o
WKl e 104 PISN S8 PELRIIRD
SPIOM WIBLE PUR ISH] YL JO $1808}
181801 Y] YUM SB[ pauapuf)
PoIBQUINU 10 PRIBNIS AlRIBU

woye aw sydeibeiedqns posdq
wnu a8 sydeibeied jediduiy

219 (g} (Z) ‘(1) pasequnu BudAl

(uduaBuaed poagnboyy  cdsodang -y
——
(1) { TedBEOote UG UMUYS KU A1govxo ogpdotag) (1) lonuy

g ot P
pPdypUEly Jo

‘gR ¥y 0t JO 01260

UOTAWO TS auep] Juelyng pawpurly ‘gri‘olces &

40 8wy Buipadeid mopeq sauil 7

igns Buimopo} joquuAs
ssgyz adde ppy sesodind o
10} pappE 8q JEYS S LOYS Joun

(IVLON) 0176126 sJoy

(HONHHOES TYRHON N1 SUHOM SSHHAXH)  :{UDS cos—

puBwwo) swajlshg Jly 1BAEBN ‘Jopubumwo)  WOJY

V1 61060 NO WIENT HIVAUN s

(1) @dnnolous Jo [easwod uodtt pajjisselouj-- 1TANOD

ue Buw A o) A ;
s1 fqns peysse;d jo asn j BurdAy
JO auy Buipesexd moleq sauy 2
aumeu

615 aut 5uimoiio) ¥201qG ,uolt
-NQLISIA, 19PUn $3ISSAPPE AjIUaP]

E————_pUE ¥201q 0], HWo ‘31ejdosdde

5/ 53| ISAY) JO UOU Y "SI
DANAIIISOP 10 "FAIIONOD [BAPIAINY
BUISSaIPPE UIYM ¥O01q 01, ISt

aupepun pue sEpded w 8dA)

Ty
YE21I/P¥01L- UV
1250 LSNIMIVAVH

QIUP MOBG SO 7 BEIMIOYIO AuR
B UOENUSSRID MO Soul 7

‘@IFP MOIBY (dRUBAD UG §t 1Y)

1000-€¥ITZ YA NOLDNIUY

A1y

1

\J SIAYT NO 1413
SHILUVNOAVY IH ONYANO D SIWALEAS HIV TVAYN
ONVIMNOD WALSAS HIV TVAYN

AAVN FHL 40 IN3WLHVAL30

1 SO Z) oy | SEHARD W padAL

dpo.t
dIZ WBI 3A DHUIVAYN 01 (PatAY

{IVILN3IQIANOD v

(abed 1si1d) NOILONYLSNI 40 LVINHOAL

1000. 8pa> ubip muy ppy

(1)

Enclosure
Exhibit 1



NAVAIRINST 5215.5H

18 Nov 93

you ¥ e
) "l wonoq syl
NOILYIDAISSY
{ Sv1)) 10 11ue3 sy) W pe: 1y pedwes
-
)
‘dy esed (1) 1909 'HS §1ZS
(@EP01 2-HIV) DHHIVAYN 1SNIHIVAVYN 935 AleA yaym
Oy A 5005$34pp0 , 0) AdoD, Nidads
et

6605-0Z181 vd ‘srdpeIyg idooxa) suomorunsun A
“TAY 20GU1 1085 €01 IPOD ‘UOKSING TETRLEN <120, O jou g . Mouy 0 paaut
uonnqusiqy exnsAyd sowo Aiddns oym., 52388aIppe IpNIdY| BuldAy

uoieIAY AARN 103130 Bupueunuo)

10} £00) enmla—  jO U] Buipadexd MOI8q SOUY I
SUOHINIISUI RUIIXT 8

(591402 §) SULY ‘£ 114 *WN1 P10NS ('¥20/q .01, U §] 210Y] UYM Pasn
261002 18 Stphoq Bunidy J (umoys 859msdyl0 ssaqun sapdud 2)  THOLINGLI1S 1) eme—— (ON] 13O HIOQUYAUIEIUNY
U] 9po3 JONS Aq 1817 .18 O
‘anseulls sy mopq dapuewno) Ayndag PISH, OYM SIPESRIPPE SPNYIU)
suy Aysoyine sy pue ‘seyded HIIWS "1 "W ‘1N3) JO SUYY 1S8) MOIq Souy §
W swwu 8 ulls oy sedAs J |
poulys s i yorym u 010 sy 1
‘PouBie By BAJIISRP FrIN JUMG YOG ‘B spyeno
wnisulys save) ‘mopeq sy iy *(s)wmioy ) )
Yy 3O AJ|L)GPIIPAR QY] PuR ‘SJIqWNU wI0j pue Sququks jiodeu doj :eBed pesequmu ppo “whmw
CSOLIEY J9u) Apnou] Cpaqiadsadd due_swio) pue sjaodes jo 491 10 syBaq e8ed perequiny
O3 9y) udym padinbas sy ydeabeaed Spyl  CSwso) pue sya0day ¢ UBAJ SUGrINNSLYY Mau jo
OQUIN BAINISSUOD PUR BI8P B)
(1xag) ‘a3 2 Lm0} ¥000x8 8Buypesy oBed sereyd
woneys Bupmedde W02 1eIAL Uy Yip YO 10 ‘Aue
UOHPULIOJY B)) JO VOB HeEEED €6 uep ¢ # UONENNSED Mojeq SOy T
oyl oy yym pedwes VIT9129) LSNINIVAY

5G Jeys snpSesp petyesesd v = A {ROE1YD1 4155V 1D) ‘W doj ey

10 es8ud Buypessons pus pucdeg M 10 19083 By 14 Pes y pedusers

(abed uonenunuod) NOILONYLSNI 40 1VINHOS

Enclosure (1)
Exhibit 2



NAVAIRINST 5215.5H

18 Nov 93

X

(1) sxnsotroug

(NOTLIVIE41SSY 1))

WIesdy 0q WM
N Bryx)) e 020ym ‘suns suyosws se
P Yons woy pary oq

Anw vopeubysep ssnsopul £

‘POOqe; 0¢ oq pesu sbed

184) 10 10A0D 8Y) AJUO ‘SUNSOOUS

ue 8 Juewnoop ebed exdiymu
Y0 10 podesd w usym 7

‘Wb 1By semol w peowd oq
WM 08 J DUS 1N8) Byl O] jeyeiud
Uns 01 epew 8q Aww UOLROH)
-uspy ainsopue sBed sy) uo Aye
-UOZIOY SUNI X8} BYL UBYM |

SuUoHdeOx 3 bed yowe jo b
HNSMI0 WONOY I8 PR8N a1
19QUIY S¥ PUR | JOUT, PIOM By Y

poreqey

os oq 0) peeu ebed 134 i0

10400 A0 ‘eisopue sBediyL 10
powpdesd vo ey weoxe sebed

()

(v)
(2)
(1)

[ERIENN)

€6 uer ¢

uo se ouwg

‘ullsow doj sy E (NOTEVDTA1SSY1D)

10 10380 8Y) Wy pos W paduisig

FHNSOTONI NOILONYLSNI 40 1VINHOA

‘Wb Wwonoqg Wyl
JO 18)u483 By W pas i padwels

msopIue
QY} 104 PIPUBLILIOIIL S BAIIOHP
aseq ey) w pasn buydeibared
PWeE 0yl '10)8UBLIO dANIGHD BY)
AQ peseded si SINSOIIU LUSYAA

(1)

Enclosure
Exhibit 3



NAVAIRINST 5215.5H

18 Nov 93

swey uow

-woa uo esuepnd io) ebed uop
" pus voponiew o)

0) 10y0y ‘930U ® 0} Jynoed

swey senseydwe sdures yy|

- 3ION -

ydeibywd
A2uoButio? HONBHINEI OU 5}

UG} SISUI YINS U, PE AUNP (UBD,

sv Y5 Sf NEP UONBY > ol
‘AsuaBupiod ou Yum ‘Iep HaAIB v
Uo PHNIIURI S IMOL N N q

ydeiBusmd syi iy peredes jou o
o)ep vopey oy AcueBuy

oY) Aydeds o} ydeiBesed jee ey
se peppe u ydeibesnd vojeyeouwd
# pus ‘pesn o el 8y1 O YlUOW
oY) JO UONNASIGQE Sy YNM . dY)
UN),, UOPMASIGQE S UOIsAOK

eBLIUOD 8 I0Y) USYAL B

SMOYo) I8 UO)ded | 0) i)l
Apdes vy, oys saoqe Apsmpew
-uy ‘sfed jey) oyl jo Wb,

‘pusunuod BunewBiso syl Aq

(QEYOTL-WIY ) DUHIVAYN  :P233D0 ) SHNINENMRISRI pey sAPME §) 52710U U0 YOOI

0y Adoy

a4 TUNS
(satdon )  uorIndpdasia

JAPUPWINO) @D A
[ ETTUR B &

‘pajuidwos vddy sey vuilde uvayn Aduabuyiue} worieferue)  Cy

1B 18ddn 8y) o pOIEAPY o
94J0U YOS JO 18P UYIOYEIUR)

(s)mau)
9yl J0 AIEQI4PIIPAR Y] PUP ‘SIIqWNU w0y pue S|0QWAS jsndal
CSafIl) 1y} apn|du] ‘PaQyaIsasd Jse_Swioy pue s J10d3J jo

ast 3yl udym pasthbas sy ydeshesed styp Cswsoy pue sjsoday ¢

(axat) A e
(yxap) casodung -y
{1mnrsia)  clans

PUPWWOY) SWASAS J |y [PAPN ‘4IpPUVMMO)  lwoed

G125 131108 HIVAVN

€6 vel ¢
PROLL-¥IY
S1Z% JIUNBIVAVN 1000-€92ET VA ‘NOLONITHY
OF HY1IIW AN M SAY0 3 ATV
. . ™ WY IVAYN
¥6 unp 2dJ) due) ONYINNOD WILEAS WY WAYN

AMVYN FHL 40 LIN3Widvd3a

siequInu
/SI0GIIAS pUB SBINI 4OY) SPPIYILY

pue ‘Aug § ‘sode) pus suNO}
souepy ydesBesed 188 0) JxaN

‘882430U 0) peulisse

30110N V 40 1VINHOA

10U 8iv 218Q Ay %]

LI0E
dIZ ¥BIP-9Al) DHBIVAYN O (padA))
1000, 8po3 ybap M0y pPy

Enclosure (1)
Exhibit 4



NAVAIRINST 5215.5H

18 Nov 93

‘ouy uspmAeQqe
uopeuliesp oy 0) peppe

” PUR  NO., UORIASIQE 8y |

‘payd01s
0y £doy
TUOLINGIIS I

uoi13dasyp Ay
vis g v

(1) 24nsoprua yigm adeiday
puU® YOJ3IINIISUY d)seq 3y} 0 b pue ¢ sabed asoway “cvojIdy 2

HTISELFRLTNY
ue Bujasedadsd 40y S3snpadoad SASHAIS YO IYM UGLIINIISU} Jfseq Ay)
0} ¢ abed pas)aas e sanssy |PrYIjuwsued) dbuvyd Syy) rasoding °1

y obed pajuysdas pue ¢ abed pasyaay (1) :y1ou}

‘posn sAemm st pebueys

tfang

puewwo) swajisAg Jjy |PACN ‘JIpUPWWO) w0y

Buyeq swideap jo 108gns

“voned
-uspy sys 03 peppe sequmu

1 IVILIWSRYNL JUNVHD 1°G125 NOTLONHISNT HIVAVN

€6 uep »
yvotL-y1v
1-H) T°S12S LSNIYIVAVN

Ot ¥I4IW AWIN W

1000 E¥E2T YA ‘NOLDNI YWY
AVMHOH SUVO d. 3 il
SHILHYNOOY 34 ONVANOD SAILEAS HIY WAVN
ONVIROD WLBAS UV TYAYN

AVYN 3FHL 4O IN3IWLYYJAA

Uy pue) peBuwyd Buyeq sandep
Y} S8 JOQUINU SLINE 8Y) 5N

L8]
diZ ¥OIp-8Al DHEIVAYN 01 (pedAl}
..1000.. #p02 ¥Bip-moj ppy

— ue -i.n {ssmp oy o&-o“. cw )0 0.-!.

TVLLINSNVYYL JONVHO V 40 1VINHO4

Enclosure (1)
Exhibit 5



‘UMD UOBMIMG POIONIS0

5 WeANUSd PR Jo Wyt pue
wlews yoy 38 suBeq seulls-oo
108) )0 3oy UBamw Wy oY) YyM
YsrN epue ey 0 seues By jO

Y yuy Supudye pue 1018

wwwoy swIjely Jyy (eAmRy
JOpUNHIO) IO A
SUNOL *H Y

HUSEYLESLT A (]

pusuwoy swaqiekg K1ddng :>j
Japuewwog 3oTA

SHARLOOWS “d "V —

|

101 Jo euyy 1591 MOq SO ¥

ey vow
-Woo Us souepind 20y 10ey ol
10 SOOU “UOIINUSL SO seiduns
0} J0yoy SANIAND MNO] 8 O) 1END
-od swey sanewydue sxhues sy

- ION —

NAVAIRINST S5215.5H

18 Nov 93

‘N

poisy o Wy 0, Ay
10jUes PROYILIN MOjeq Sy |

‘18K) peisy 1opies

‘puoq wepd uo pedAs % By
-pueyy "sB8ed j0 dO) WoY sy iy

—»

- -
cuoyoy Y

CusfyRilaouwy P

pubawoy swayslg Liddng (vauy

‘Paisy s10m suoyiBY
-BI80p SANIOGNP Byl 88 JOPIO Sures

puvwwo;) Ywajuikg 41y 1vAuN * < twouy

SyI Wy SHYAIOR 18] ‘MOpeq SO 7
oy

vitooun

6 uer y

— Zho-das
i -1V
—cm.ccza LSNTANSAVYN

VI'004h LSNIHIVAVN

249 ‘uorburyseM

{0006-9££07) puewio)d wo3shs Arddng jeacn
(T000-T9€07) Ppuesno) swaisis 21y fraey
AAVN FNL 40 INAWLHVIEQ

= |

AAILO3HIA LNIOr YV 40 1VINYOA

Buoy sys jo YBusy syl pepuey

NG 'SIOIRISPUN U0 A0 & 820y L
0 Ay Hwdped pag) pov
Pue ‘puodes Jeullys-02 ‘ieyy peIy
8 10 sy syemdes

¥ U0 padAi & uoyieubieep snyy
-8NP YORZ ‘G)Ep MOyeq ol |

Enclosure (1)
Exhibit 6



NAVAIRINST 5215.5H
18 Nov 93

FLOW CHART FOR CLEARANCE AND PROCESSING OF NAVAIR DIRECTIVES

Group| AR- | AIR- |REVIEW
OPERATION ORIG | "nscp | 71044 | 71042 | cODES

1. PREPARE DRAFT AND ROUTE FOR ®~
CONCURRENCE.

\

2. REVIEW AND PROVIDE COMMENTS TO
ORIGINATOR.

=0

\
- )

3. REVISE DRAFT (REROUTE FOR

CONCURRENCE IF NECESSARY) SUBMIT
TO GROUP DSCP.

4. PERFORM A COMPREHENSIVE
REVIEW IN ACCORDANCE WITH DON
STANDARDS. RETURN DRAFT TO
ORIGINATOR APPROVED/APPROVED SUBJECT
TO MARKUP/ OR DISAPPROVED.

5a. DISAPPROVED: CORRECT AND RETURN
TO DSCP FOR APPROVAL

Sb. APPROVED/APPROVED SUBIECT TO
MARKUP: PREPARE DIRECTIVE IN FINAL @
FORMAT AND ROUTE FOR SIGNATURE.

6. ASSIGN INSTRUCTION AND STOCK NUMBERS,
DATE, AND FORWARD FOR PRINTING (6)

[ —
|
.

7. PRINT, DISTRIBUTE AND STOCK e
DIRECTIVE

Note: Contractor assistance is available at any stage of the revision process.
Early contractor assistance will ensure a continuous comprehensive review, and
compliance with DON directives standards from inception through printing.
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GUIDELINES FOR REVIEWING INSTRUCTIONS
1. Determine the need for the instruction:

a. Is it required to carry out the mission and responsibility
of NAVAIR?

b. Is the subject matter covered adequately in other
documents or in other delegations of authority or responsibility?

c. Have necessary directives been issued or are there gaps in
policy and procedures that need to be filled?

2. If need for the instruction is established:

a. Is the instruction current? Is it clear, concise, and well
worded?

b. Could it be consolidated with other instructions in the
same general subject area?

c. Does it include incorrect channels of authority or
obsolete terminology; e.g., "material bureau" instead of
"management bureau"?

d. Does the wording conform to the present organization and
nomenclature?

e. Is the distribution correct in view of present
organizations and responsibilities?

f. Has the instruction been assigned the proper security
classification or "For Official Use Only" designation?

g. If a report is required, is it still needed? Should it be
cancelled, consolidated with another report or revised?

h. If a form is prescribed, should it be canceled or revised?
If a format is prescribed, has usage increased to warrant
providing a form?

i. If a committee ig involved, should it be disestablished or
changed?

j. Does it have the correct SSIC? (See SECNAV Instruction
5210.11D, reference (b).)

k. Have appropriate concurrences been obtained, if
applicable?
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